
INITIAL LICENSURE GENERAL 

INFORMATION 

 

Texas Board of Occupational Therapy Examiners 



Introduction 

The information in this document is based on the OT Rules 
and OT Practice Act as of January 1, 2019, and this is just a 
brief, general introduction.  For additional rules and 
regulations, refer to the most current version of the OT Rules 
and OT Practice Act by visiting 
http://www.ptot.texas.gov/page/ot-acts-and-rules.  

 

Please note that applicants for a Texas OT or OTA license 
are responsible for knowing and complying with the 
applicable provisions in the current OT Rules and OT 
Practice Act.   
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Part I: General Information for Applicants  

 



Introduction to TBOTE and ECPTOTE 

 TBOTE: Texas Board of Occupational Therapy 
Examiners 

 This is the board that regulates the practice of occupational 
therapy in Texas and licenses OTs and OTAs. 

 The Board has 4 OTs, 2 OTAs, and 3 public member 
positions. 

 

 ECPTOTE: Executive Council of Physical Therapy and 
Occupational Therapy Examiners 

 An independent administrative governmental agency that 
directly supports or carries out the functions of one or both 
of the Texas Board of Occupational Therapy Examiners and 
the Texas Board of Physical Therapy Examiners. 

 

 

 



 

NBCOT and Professional Associations

  
 NBCOT: National Board for Certification in Occupational 

Therapy 

 This is the organization that owns the national exam, certifies 
individuals as OTRs and COTAs, etc. 

 Recertifying with NBCOT is NOT THE SAME as renewing the OT 
or OTA license issued by TBOTE. 

 Professional Associations: 

 These may offer CE, arrange conferences in occupational therapy, 
etc. 

 Examples (in alphabetical order): 

 AOTA: American Occupational Therapy Association 

 NBCOT 

 TOTA: Texas Occupational Therapy Association 



Licensure vs. Certification 

 NBCOT certifies you; TBOTE licenses you. 

 You must have a current license issued by TBOTE in 

order to practice or represent yourself as an OT or 

OTA in Texas. 



Two Paths to Initial Licensure: License by 

Examination or Licensure By Endorsement 

 Licensure Method: All applicants must apply by either examination or endorsement. In 
addition, all applicants must also meet the requirements in §364.1, Requirements for Licensure, 
of the OT Rules. 

 Initial License by Examination: The applicant must apply by examination and also meet the 
requirements in §364.2, Initial License by Examination, if the applicant: 

 has not passed the NBCOT certification examination; or 

 has passed the NBCOT certification examination and 

 is not currently licensed as an occupational therapist or occupational therapy 
assistant in another state or territory of the U.S.; or 

 if not currently licensed in another state or territory of the U.S., is applying from 
the U.S. military or a non-licensing state or territory of the U.S and cannot 
substantiate occupational therapy employment for at least two years 
immediately preceding application for a Texas license. 

 Licensure by Endorsement: The applicant must apply by endorsement and also meet the 
requirements in §364.4, Licensure by Endorsement, if the applicant has passed the NBCOT 
certification examination and: 

 is currently licensed as an occupational therapist or occupational therapy assistant in 
another state or territory of the U.S.; or 

 if not currently licensed in another state or territory of the U.S., is applying from the 
U.S. military or a non-licensing state or territory of the U.S. and can substantiate 
occupational therapy employment for at least two years immediately preceding 
application for a Texas license. 

 



Initial Licensure: Application 

 You may apply online or by a paper application. 

 Go to www.ptot.texas.gov and from the Texas Board of OT 

Examiners drop-down menu, select the OT Application page. 

 To be eligible for licensure, you must have graduated from an 

ACOTE accredited entry-level OT or OTA program and have 

completed the required supervised fieldwork experience. 

http://www.ptot.texas.gov/
http://www.ptot.texas.gov/page/ot-application


OT and OTA Application Page 

 



Online Application: Select OT or OTA 



Initial Licensure: General Requirements 

 Complete application  

 Application fee ($100/OTA or $140/OT) 

 2 x 2 inch passport-type photo 

 Passing Score on the online Jurisprudence Exam 

 Fingerprinting 

 Passing score report for the NBCOT certification exam, sent directly 
to the Board by NBCOT 

 Verification of License(s) for applicants with a history of 
occupational therapy licensure 

 An application will expire after one year, after which time, you must 
submit the re-application fee to maintain the application and may 
have to resubmit certain required items. 

 Consider this application expiration date in your planning. 



License by Examination: How can I move 

through the process more quickly? 

 You may apply either before or after you take the exam. 

 If you are looking to move through the licensure process 
more quickly, apply and send all required items before 
taking your exam.   

 Once you have passed your exam and your score has been 
reported to the Board by NBCOT, if your application is complete 
and all requirements have been satisfied, your license may be 
issued. 

 If you have a history of licensure in occupational therapy, 
request your verifications ASAP. 

 This is often the part of the process that takes the most time; request 
your verifications as soon as possible and check if any of the licensing 
boards may expedite the sending of the verifications to TBOTE. 

 Copies of licenses or printouts of online verifications or any other form 
of verification sent by applicants will not be accepted.   

 

 



Licensure by Endorsement: How can I move 

through the process more quickly? 

 If you are looking to move through the licensure 
process more quickly, apply and send all required 
items as soon as possible. 

 Request your verifications ASAP. 
 This is often the part of the process that takes the most time; 

request your verifications as soon as possible and check if 
any of the licensing boards may expedite the sending of the 
verifications to TBOTE. 

 Copies of licenses or printouts of online verifications or any 
other form of verification sent by applicants will not be 
accepted.   

 



Military Service Members, Military Veterans,  

and Military Spouses 

 Senate Bill 807 (84th Legislature – 2015) allows for the waiver of application fees for military service members and military 
veterans who are applying for licensure by examination and by endorsement. Additionally, it allows for the waiver of 
application fees for military spouses who are applying for licensure by endorsement. 

 Current statute (Chapter 55, Occupations Code, §55.001) includes the following definitions: 

 Active duty - current full-time military service in the armed forces of the United States or active duty military service 
 as a member of the Texas military forces, as defined by Section 437.001, Government Code, or similar military 
 service of another state. 

 Armed forces of the United States - the army, navy, air force, coast guard, or marine corps of the United States or 
 a reserve unit of one of those branches of the armed forces. 

 Military service member - a person who is on active duty.  

 Military spouse -a person who is married to a military service member. 

 Military veteran - a person who has served on active duty and who was discharged or released from active duty. 

 

 To apply for a waiver of application fees, please complete the Military Application Fee Waiver Request form from the 
Forms page and attach a copy of the following official documentation: 

 Military Service Member: Current original orders, including signature page(s) or Military ID 

 Military Veteran: DD2-14 

 Military Spouse: Military ID 

 When submitting the Military Application Fee Waiver Request, please include a completed paper application for initial 
licensure, which is downloadable from the Forms page.  If you are requesting a fee waiver, do not apply online. 

 For more information regarding eligibility for fee waivers and expedited services, see §364.1(d) of the OT Rules. 

 

http://www.ptot.texas.gov/page/ot-forms
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What if the applicant has a criminal 

history? 

 Criminal History Evaluation Letter 

 Prior to applying for licensure, an individual may request 
that the Board review the person’s criminal history to 
determine if the person is eligible for licensure based solely 
on the person’s criminal background up to that point in time. 

 An individual may always apply for licensure, regardless of 
the Board’s decision provided in the criminal history 
evaluation letter. 

 This can reduce the application processing time if the 
evaluation is requested well before applying.  If applying 
now or within a short period of time, the review will be 
conducted as part of the regular application process. 

 

http://www.ptot.texas.gov/page/home
http://www.ptot.texas.gov/page/home
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Complete Application 

 Complete the correct application and pay the required 
fee. 

 If applying online, there are two applications, one for an OT 
license and one for an OTA license. 

 Make sure you indicate whether you are applying by 
examination or by endorsement. 

 Answer all questions. 

 Include your SSN or send an SSN statement noting that 
you do not have an SSN, but will provide the Board one 
when you receive it. 

 Include your school code and the name and location of 
your school. 

 



Home Address and Address of Record 

 Home Address 

 You must provide a physical home address. 

 Address of Record 

 Select and provide the address that you wish to be the 

address available to the public.  This can be changed 

at any time.   



Passport-Type Photo 

 This must be a 2x2 inch color head and shoulders, 
passport-type photo. 

 You may send a photo specifically taken to meet passport 
photo requirements.   

 All photos must meet passport photo requirements. 

 This is not a copy of your driver’s license or passport. 

 This must be on photographic paper.   

 Photocopies will not be accepted. 

 This must be physically received (e.g., by mail) and may 
not be faxed or emailed.  Be sure to write your name 
and last four digits of your SSN on the reverse side. 

 



Jurisprudence Exam (JP)    

 This is an open-book, 20-question online exam. 

 You may take the exam until you pass.  Read the OT 
Rules and OT Practice Act before the exam. 

 Download these or open them in a new tab. 

 Do not navigate from the exam tab during the exam. 

 Access the exam from a link on the Application page. 

 Be sure to complete all steps for the exam so the 
passing score will be automatically reported to the 
Board. 

 You must enter your contact information, etc. 

 

 

 

 



Fingerprinting 

 Applicants must submit a complete and legible set of 
fingerprints in the manner prescribed by the Board for the 
purpose of obtaining criminal history record information 
from the Department of Public Safety and the Federal 
Bureau of Investigation. 

 Prior fingerprinting for any other purpose will not satisfy 
this requirement. 

 Do not submit fingerprints until you have submitted your 
application for initial licensure. 

 Refer to the related announcement on the homepage of the 
website (https://www.ptot.texas.gov/page/home) for 
further information.  

https://www.ptot.texas.gov/page/home
https://www.ptot.texas.gov/page/home


Passing Score Report  

 All applicants must pass the NBCOT certification 

exam. 

 Applicants must contact NBCOT to request that the 

score report be sent directly to the Board by 

NBCOT. 

 Scores sent by applicants, for example, will not be 

accepted. 

 NBCOT sends scores electronically throughout the 

business week. 

 



Failing Score Report  

 If you have applied for licensure by examination 

and the Board receives a failing score report, you 

must download and submit the re-exam form and 

fee ($25.00). 



Verification of Licensure 

 License Verification: The Board must receive a verification of license from each state or 
territory of the U.S. in which the applicant is currently licensed or previously held a license. This 
applies to those applying by examination if they have a history of licensure in occupational 
therapy and to those applying for licensure by endorsement. 

 For those applying by endorsement, at least one license must be current. 

 License verification refers to an occupational therapy license, not a driver’s license. 

 

 The license verification must be an original verification sent directly to the Board by the 
licensing board in that state or territory and any disciplinary actions must be reported to the 
Board. The applicant must contact the issuing board(s) to request that this verification be sent 
to the Texas Board of Occupational Therapy Examiners.  

 This is not a copy of your license or an online lookup of your license that you send the Board.   

 

 If you are applying for licensure by endorsement and if you are not currently licensed in a 
state or territory of the U.S. and are applying from the U.S. military or a non-licensing state or 
territory of the U.S., a Verification of Employment form (found on the Forms page of the 
website) must be submitted substantiating occupational therapy employment for at least two 
years immediately preceding application for a Texas license.  

 

http://www.ptot.texas.gov/page/ot-forms


For applicants applying by examination 

whose exam scores are over two years: 

 The application for license must be received no later than two years 
following the date of the passing examination for those applying by 
examination.  

 If the application is received after this time, the applicant must take 
and pass the NBCOT examination for licensure purposes only.  

 The applicant must request Board approval to take this examination. The 
score report must be sent directly to the Board by NBCOT. 

 This requirement is in addition to all other initial licensure 
requirements, including receiving the original passing NBCOT initial 
certification examination score. 

 The Board must receive all required items prior to approving the 
individual to take the exam for licensure purposes only. 



Licensure Process  

 Each application item received must be processed. 

 Processing times are approximately 3-5 business days 

for each item, although this can be shorter or longer 

depending upon the time of year, etc. 

 Please note processing times.  If the Board receives 

from NBCOT a passing score report on a Thursday, this 

does not mean that the score will be entered in the 

checklist nor that the license will be issued and 

approved that day. 

 

 

 



Online Applicant Checklist 

 Once your application has been processed, you will receive an email with 
your applicant password. 

 Use this password to access the online applicant checklist from the 
homepage with the required items for your application. 

 Applicant passwords are generally emailed within 3 business days after an 
application has been received by the Board, although these times may vary. 

 Check your junk mail/spam folder if you have not received your password in 
your inbox within 3 business days.  If you still have not received it, contact the 
Board.  Once items are processed, you will see a date entered in the checklist. 

 The checklist is updated at the end of each business day.  Any additional 
required items will appear on the checklist.   

 Monitor your checklist. 

 The checklist is one of the primary ways that the Initial Licensing Department 
communicates with applicants. 

 Once an item is received and/or a requirement met, such will be indicated on 
the checklist.  

 



Online Applicant Checklist to Look up your Applicant Status 

 



Temporary License 

 A temporary license is only available for an applicant taking the 
exam for the first time who has never held an occupational therapy 
license at the level for which s/he is applying. 

 Further information is available from the Temporary License page. 

 Additional items required: 

 Temporary license fee ($55/OTA or $70/OT) 

 NBCOT Confirmation of Exam Registration and Eligibility to Examine 
Form  

 Copy of your receipt showing that the NBCOT score report was ordered 
for TBOTE (may be mailed, faxed, or emailed) 

 Temporary Supervision Form (may not be faxed or emailed) 

 The place of employment must match the address on file with the Board for 
the OT.  If it does not, this must be explained on the form. 

 

 

http://www.ptot.texas.gov/page/ot-temporary-license


Should I apply for a temporary 

license? 

 Testing is on demand, so exams may be scheduled frequently. 

 Scores are reported throughout the week to TBOTE and licenses are 
generally issued and approved quickly. 

 A temporary license comes with limiting conditions and requires an 
additional fee, the temporary license fee. 

 A temporary licensee may not supervise anyone; must complete 
additional supervision hours (for a temporary OTA licensee, twice the 
amount as that for a regular licensee working 128 or more hours during 
a given month); and must have supervision at all times by a licensee on 
the premises (for an OTA temporary licensee, an OT or OTA with a 
regular license; for an OT temporary licensee, an OT with a regular 
license). 

 Remember that you must have a current license issued by TBOTE in 
order to practice occupational therapy in Texas. 



How long may someone practice under 

a temporary license? 

 Temporary licenses have an expiration date 
approximately 3-4 months after issuance. 

 The exam must be taken by the NBCOT eligibility 
expiration date. 

 If the applicant fails the examination, fails to take the 
examination during the 90 day window as stated on the 
Confirmation of Examination Registration and Eligibility 
to Examine form from NBCOT, or fails to have the score 
reported, the temporary license is void and must be 
returned to the Board.  

 An additional temporary license will not be issued.  



Avoiding Licensing Delays 

 Make sure you apply with the correct application 

and your responses are complete. 

 If paying by check, ensure you have sufficient funds. 

 Send the correct photo.  

 Be sure to order your NBCOT score for TBOTE. 

 Frequently check your checklist for updated items 

and respond to communication from the Board 

promptly. 

 

 



Keep Contact Information Updated  

 You must notify TBOTE of any name, contact 

information (home, work, mailing), and/or supervisor 

changes (for those with a temporary license) within 30 

days of the change.   

 The Board sends mass emails related to newsletters, 

rule changes, and renewal notices (for licensees and 

registered facility owners/designees).  Be sure to add 

info@ptot.texas.gov and emailOT@ptot.texas.gov to 

your list of safe senders and check your junk and 

spam folders for emails. 

 

 

 

 

mailto:info@ptot.texas.gov


License Issuance 

 Once ALL items have been received and requirements 
satisfied, the license will be issued.  Each license must be 
approved before it is mailed or may be verified on the 
website. 

 A new licensee with a regular or temporary license may 
provide occupational therapy services according to the terms 
of the license upon online verification of current licensure and 
license expiration date from the Board's license verification 
web page. The Board will maintain a secure resource for 
verification of license status and expiration date on its website. 

 To verify a license or facility registration, visit this link: 
http://www.ptot.texas.gov/page/look-up-a-license.  

 The original license must be prominently displayed in your 
principal place of employment.   
 Photocopies may be made for institutional filing purposes only. 
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License Issuance 

 The first regular license is valid from the date of issuance 

until the last day of the licensee’s birth month, with a 

duration of at least two years.  Each subsequent renewal 

period will be for two years. 

 If Anja’s birthday is in October and her license is issued 

May 1, 2019, the first renewal period will be from 

May 1, 2019 through October 31, 2021. 

 Her next renewal period would be from November 1, 

2021 through October 31, 2023. 

 



Sending the license  

 Licenses are mailed through USPS. 

 To expedite the delivery of a license, you may send 

the Board or email info@ptot.texas.gov a prepaid 

airbill or another prepaid overnight/rush/express 

label or envelope. 

mailto:info@ptot.texas.gov


Part II: General Information for New Licensees 

 



New Licensee Information  

 An OT or OTA licensee is responsible for complying with the 
current OT Rules and OT Practice Act. 

 Update your employer information with TBOTE and make 
sure to notify TBOTE of any name, contact info., or employer 
or supervisor change within 30 days. 

 OTA licenses are mailed with an OTA Supervision Form and 
OTA Supervision Log. 

 At any time, you may go to the website to print a statement 
of licensure or wallet card. 

 Many of the Forms you will need for the Board may be 
found on the OT Forms page, in addition to further 
information from the Texas Board of OT Examiners drop-
down menu on the website. 

 

 

http://www.ptot.texas.gov/page/ot-forms
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Use of Titles  for Licensees 

 OTs 

 You may use OT or occupational therapist after your name. 

 If you are also maintaining NBCOT certification, you may 
use OTR. 

 OTAs 

 You may use OTA or occupational therapy assistant after 
your name. 

 If you are also maintaining NBCOT certification, you may 
use COTA. 

 TBOTE does not require that you maintain NBCOT 
certification; however, other states in which you seek 
licensure or your employers may.   

 

 



OT Rules and OT Practice Act 

 As licensee, you must abide at all times by the OT Rules and OT Practice 

Act, accessible from the OT Act and Rules page. 

 The Code of Ethics is in the OT Rules. 

 Check the website frequently for proposed rule changes or adopted rules. 

 A newsletter is published quarterly on the website that addresses recent 

rule changes, in addition to further topics. 

 Check the OT Rules, OT Practice Act, and FAQ section for information 

regarding practice, renewal, etc.   

http://www.ptot.texas.gov/page/ot-acts-and-rules
http://www.ptot.texas.gov/page/ot-newsletters
http://www.ptot.texas.gov/faq


 

Check for Updates on the Home Page, 

Act and Rules Page, etc.  

 
 

http://www.ptot.texas.gov/page/home
http://www.ptot.texas.gov/page/ot-acts-and-rules


Places of Employment 

 All licensees must work in registered or exempt 

facilities. 

 See the OT Rules, Chapter 376, and the Facilities 

section of the website regarding the types of 

facilities that must register and those that are 

exempt. 

 The following link offers further resources: 

http://www.ptot.texas.gov/page/who-must-register  
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Verify a License/Facility Registration or Print a 

Statement of Licensure/Registration or a Wallet Card 



OTA Supervision 

 All OTs who delegate to an OTA must participate in 

her/his supervision, whether on a shared or 

rotational basis. 

 The number of required supervision hours is based 

on the number of hours the OTA works during a 

given month. 

 Supervision requirements include: 

 Frequent communication  

 Interactive supervision 



OTA Supervision Form 

 The OTA must submit to  

   the Board a supervision  

   form with the name of one  

   supervisor for each  

   employer. 



OTA Supervision Log 

 The OTA must keep a  

    supervision log for each  

    employer.  All of the OTs  

    who delegate to the OTA  

    will be represented on the log. 

 The log must be retained by the  

   OTA, although it is subject to  

   audit by the Board. 

 



Name of OT in Intervention Note  

 The occupational therapy assistant must include the 
name of a supervising OT in each intervention note.  

 This may not necessarily be the occupational therapist 
who wrote the plan of care, but an occupational 
therapist who is readily available to answer questions 
about the client's intervention at the time of the 
provision of services.  

 If this requirement is not met, the occupational therapy 
assistant may not provide services. This provision is not 
applicable to instruction provided pursuant to §372.2 
of the OT Rules (relating to General Purpose 
Occupation-Based Instruction). 



Renewal  

 You will receive a reminder approximately 3 months before 
your expiration date. 

 You  may renew online or by a paper application up to 
approximately three months before your expiration date. 

 Links appear on the License Renewal page. 

 Your complete application and all required items must be 
time stamped/received prior to your expiration.  If it is 
received after, it is late. 

 It is your responsibility to ensure you renew your license. 

 Late renewals incur late fees. 

 It is a violation to practice with an expired license. 

 

 

 

http://www.ptot.texas.gov/page/ot-license-renewal


Renewal  

 Renew early. 

 Do not wait until the last minute.   

 You must enter information on TBOTE’s website and pay on a 
separate website.  Issues can arise or you may have a renewal 
hold.   

 Those with child support or student loan issues may only 
renew once TBOTE has been notified directly by the 
agencies involved that the issues have been resolved. 

 Those renewing late or on retired or inactive status must 
renew by paper application. 

 Make sure that TBOTE has your SSN; if it does not, be sure 
to send an updated SSN statement in a timely manner so 
your name may be added to the list of licensees who may 
renew online. 

 

 



Renewal Requirements  

 Renewal application (online or by paper) 

 Renewal fee 

 Physical home address, any work address, other 
mailing address, email address, and address of 
record 

 Passing score on the online Jurisprudence Exam 

 Completed CE Submission form stating that you 
have met the CE requirements 

 Any other required forms or items 



Renewal Process 

 To renew online, login to the Board’s website to complete the CE submission 

form and take and pass the JP exam.  You will then receive a key code to login 

to a separate website, Texas Online, to submit payment. 

 Print a copy of your CE submission form.  You will not be able to access it after you 

move to the next screen.  

 To renew by paper, submit a paper application with the CE submission form 

and fee.  You will need to take the JP exam online and the passing score will 

be automatically reported to the Board. 

 Do not submit copies of the documentation for your CE if renewing on time. 

 To confirm your renewal, you must go to the Board’s verification page and 

check that your expiration date has been updated. 

 You may only provide services if the verification page shows your license is 

current.  Remember to renew early as there are renewal processing times.  

The verification page must also be updated to reflect your renewal and new 

expiration date; this process is not instantaneous and takes one or more 

business days. 



Continuing Education/CE 

 All licensees must complete a minimum of 30 hours of continuing education every two years during 
the period of time the license is current in order to renew the license and must provide this 
information as requested.  

 All CE must meet the definition of Continuing Education (see below) and further requirements in 
Chapter 367 of the OT Rules. 

 Definition of Continuing Education; also known as CE. Continuing Education – Professional 
development activities that meet the requirements in this chapter and directly concern one or more of 
the following:  

 (A) occupational therapy practice as defined in §362.1 of this title (relating to Definitions), 

 (B) health conditions treated by occupational therapy, 

 (C) ethical or regulatory matters in occupational therapy, or 

 (D) occupational therapy documentation or reimbursement for occupational therapy services. 

 Licensees are responsible for choosing CE activities that meet the requirements in Chapter 367. 

 The Board does not require that licensees take approved or pre-approved courses. All courses 
regardless of the provider or pre-approved status must meet the requirements in Chapter 367 
and may not be unacceptable activities 

 Licensees can choose courses from anywhere in the world and such will be eligible as long as 
they meet requirements as per Chapter 367.   

 See the Board’s Continuing Education page for further resources such as sample course titles, sample 
certificate of completion, decision tree, and information regarding unacceptable activities.  

 

http://www.ptot.texas.gov/page/continuing-education


Unacceptable CE 

 All activities claimed for CE credit including those approved or offered by AOTA or TOTA must 
meet the requirements in Chapter 367 and may not be an unacceptable activity as per 
§367.2(b). 

 Unacceptable Activities. Unacceptable professional development activities not eligible for 
continuing education regardless of the provider or pre-approved status include but are not 
limited to: 

 (A) Any non-instructional time frames such as breaks, meals, introductions, and pre/post 
testing. 

 (B) Business meetings. 

 (C) Exhibit hall attendance. 

  (D) Reading journals. 

 (E) Courses that provide information about the work setting’s philosophy, policies, or 
procedures or designed to educate employees about a specific work setting. 

 (F) Courses in topics concerning professionalism or customer service. 

 (G) Courses such as: massage therapy, management and business administration, social 
work, defensive driving, water safety, team building, leadership, GRE, GMAT, MCAT preparation, 
reading techniques, general foreign languages, communicable/infectious diseases, patient abuse, 
disposal of hazardous waste, patient privacy, CPR, First Aid, HIPAA, FERPA, bloodborne 
pathogens, or similar courses. 

 



CE Documentation  

 Check Chapter 367 regarding documentation requirements for different CE 
categories. 

 For in-service educational programs, training programs, institutes, seminars, 
workshops, facility based courses, conferences in occupational therapy, 
home study courses, educational teleconferences, Internet-based courses, 
and video instruction, the required documentation is a certificate of 
completion or letter of verification. 

 Documentation must identify the licensee by name, and must include the 
date and title of the course, the name and signature of the authorized 
signer, and the number of contact hours awarded for the course.  

 When continuing education units (CEUs), professional development units (PDUs), 
or other units or credits are listed on the documentation, such must be 
accompanied by documentation from the continuing education provider noting 
the equivalence of the units or credits in terms of contact hours. This is not 
needed for AOTA CEUs, but be sure you know what such represent in hours. 

 Remember that a contact hour is not the same as a learning credit, PDU, CAU, etc. 
When you renew, you must attest to your CE in contact hours. 



CE Retention and Submission  

 The licensee is solely responsible for keeping accurate 

documentation of all CE requirements. CE documentation must 

be maintained for two years from the date of the last renewal.  

 If you are renewing on time or if you are renewing 90 days or 

less after the license expired, do not submit copies of your CE 

documentation.   

 If you are renewing over 90 days late or are required to 

submit your CE as part of the CE Audit, for example, then you 

must submit copies of your documentation. 



CE Audit   

 Each quarter, the Board selects a random group of 

licensees for the audit. 

 Audited licensees must submit copies of their CE 

documentation by the deadline. 

 Be sure to keep the Board notified of your current 

mailing address and any other contact information. 

 Licensees will be notified by the Board at the 

conclusion of the audit. 



Part III: Board and Contact Information 

 



General Board Information 

 The Board holds 3-4 board meetings per year.  Committee meetings may be held in 

conjunction with board meetings. 

 Board and Committee meetings are open to the public. 

 Meeting times and agendas are posted on the Secretary of State’s website, 

http://www.sos.state.tx.us/.  

 The Board may propose rules, which then will be published in the Texas Register 

(available through the Secretary of State’s website) and will be available for public 

comment for 30 days. 

 Any proposed rule must also be approved by the Executive Council, which has one 

professional and one public member from the OT and PT Boards respectively, and one 

presiding officer. 

 At the next Board meeting, the Board may adopt the proposed rule amendments, 

which then may go into effect after a minimum of 20 days after the adoptions are 

filed with the Secretary of State. 

 Check the website often for proposed or adopted rules. 

http://www.sos.state.tx.us/


Contact Information 

 TBOTE Contact Information: 

 Website: www.ptot.texas.gov  

 Email: info@ptot.texas.gov 

 Phone: (512) 305-6900 

 Address: ECPTOTE 

  333 Guadalupe, Suite 2-510 

                 Austin, TX 78701-3942 

 

 If calling regarding initial licensing questions and issues, 
please ask for the Initial Licensing Department.  Emails 
sent to info@ptot.texas.gov will be routed to the 
correct department based on the content of the email. 

 

 

 

 

 

 

http://www.ptot.texas.gov/
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mailto:info@ptot.texas.gov

